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Overview

What is MS Access?

MS Access is the world’s most popular desktop database. It is part of
the MS Office software suite. It is used in millions of corporate firms
across the globe and in homes also.

MS Access is used to store and retrieve large amounts of data. It can be
used for something simple such as keeping a record of your CD/DVD
collection or for something larger such as invoicing/stock management.

Some confuse a spreadsheet such as Excel with MS Access. A
spreadsheet is used to manipulate financial information. MS Access can
also do this, but primarily it is a data storage system.

Out of all the programs in the MS Office suite it is MS Access which has
proven to be the stumbling block for many. But it need not be,
provided the approach and training are first rate.
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Planning your database

Before doing anything else you should think about what you want your

system to do.

Think about the following:

e What data do you need to record?

e How many records are you likely to keep?

e What data input screens will be needed?

e How many people will be using the system?

Load MS Access

When you load up MS Access you will see the following screen.

Home Create External Data

Database Tools

Available Templates
i fat Home
5 Open
| 1 P g
o
) L LD Em L

&H) nwind.accdb . =

Blank Blank web Recent Sample My templates  Mew from
II_I] Morthwind2.accdb database database templates templates easting

(] Nwind2010_2010.0...

(&) office2010AccessD..,
Recent Assets

New
ol

MNon-Profit

Help

Office.com Templates

Search Office.com for templates +

Contacts Education Finance Inventory Issues &
Tasks

Personal Projects Sales & Samples Time &
Marketing Billing

Blank database

File Name
Database3
C\Users\Paul\Documentsh,

®

You may either select a template database to use or create your own.

Double click the option ‘Blank database’ to create your own or type a

name in the file name box at the bottom right and then click the

create button.
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You will notice at the top there are a series of commands.

This is known as the ribbon and essentially is made up of a humber of
tabs which contain sections. Each section contains a set of commands.
For example by clicking the create tab you will notice a section called
forms. In this section are commands for creating forms.

Home Create External Data Database Tools Add-Ins

ﬁ ‘j I;Z_EI J ‘il =] Form Wizard i3 i Report Wizard i{ﬁ @ ) &2 Module
= % £
— =] Navigation ~ =l Labels O == — [ Class Module
Application Table Table SharePoint Form Form Elank Report Repor‘t Blank Query Query Macro 991 .
Parts ~ Design  Lists = Design Form _ﬁ Mare Forms ~ Design Report Wizard Design 4| visual Basic
Templates Tables Forms Reports Macros & Code

Now that you have loaded MS Access you will now be in table mode or
datasheet view as it is sometimes called.

It is here that you can enter your column name and the data type to be
used.

Haome Create External Data Database Tools Fields Table

LPfé)’ AB 12 e _,dDatE&.Tlﬂ'lE " Mame & Caption

""" == [+ Yes/No | Default Value

View Text MNumber Currency ) Delete B . lodify

- iy More Fields - ;. Field 5ize Lookup

Views Add & Delete Properties
o &2 i

All Access Objects v« | ez Tahlel""-_k
Search. |,D ID + Click to Add -

Tables a || F (New)

B3 Tablel

For the easiest, hassle free training around visit
http//www.jargonfreetraining.com



Create a table to hold your data

On the ‘Click to add’ heading click the small arrow to show the data

types available.

z=z Tahlefx

ID - Click to Add  ~ e

* (New) | aB
12

Text
Humber
Currency

Date & Time

Here | chose the text data type. | then clicked on the heading and
called it first name. | then entered a value of ‘John’ in the cell.

| 7 Table1 |

1D ~ | FirstName ~ Click to Add -~
1Jnhﬂ

* (Mew)

This procedure can be repeated for each column required.

Employee | - |Last Nam -
1 Davolio
2 Fuller
3 Leverling
4 Peacock
5 Buchanan
6 Suyama
7 King
8 Callahan
9 Dodsworth

O OFEH H FE E O E

First Name - Title ~ |Title ~ |Birth Date - Hire Date - Address -
Nancy Sales Representative  Ms. 08-Dec-48 01-May-32 507 - 20th Ave. E.
Andrew Vice President, Sales  Dr. 19-Feb-52  14-Aug-92 908 W. Capital Way
Janet Sales Representative  Ms. 30-Aug-63  01-Apr-92 722 Moss Bay Blvd.
Margaret Sales Representative  Mrs. 15-Sep-37 03-May-93 4110 Old Redmond Rd.
Steven Sales Manager Mr. 04-Mar-55  17-Oct-93 14 Garrett Hill
Michael Sales Representative  Mr. 02-Jul-63  17-Oct-93 Coventry House
Robert Sales Representative  Mr. 29-May-60  02-Jan-94 Edgeham Hollow
Laura Inside Sales Coordinato Ms. 09-Jan-58 05-Mar-94 4726 - 11th Ave. N.E.
Anne Sales Representative  Ms. 27-Jan-66  15-Mov-94 7 Houndstooth Rd.

City
Seattle
Tacoma
Kirkland
Redmond
London
London
London
Seattle
London

When complete click the close X button at the top right of the table
window. You will be asked to give the table a name.

= @ 2 éf—"——————————————_————_____—
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The table you saved will be shown in the navigation pane. You can hide
and show the navigation pane by clicking the double arrow symbol.

Home Create Exte
& e [
I‘il:l g

Application | Table Table SharePoin
Parts = Design Lists =

Templates Tables
ri -_533 X {: -
Tables v o«

SearCh, |P

Categories
Conversion Errors
Customers

Employees
Crder Details

)

Create a form to display your data

Although it is possible to keep entering data into your table via the
datasheet or table view, it is better to do it via a nice looking screen.

To create a quick screen in MS Access 2010 simply go to the navigation
pane and click to highlight the table you wish to base the form on. For
example here | have clicked on the employees table.

Home Create Exte
= (=& [

e ]

Application | Table Table SharePoin
Parts = Design Lists =

Templates Tables
rﬁ '-%_:d' X (: -
Tables LAl

reh, |P

Categories

Lo

=]

Conversion Errors
Customers

Employees
Crder Details

(i I
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Now head up to the ribbon and click on the create tab.

In the forms section click on the button named ‘Form’.

Home Create External Data Dat Tools Add-Ins
1 T E = E 'j ,@ Form Wizard
=] _—_I =

=] = i iNauigation ~
Application | Table Table SharePoint | Form | Form  EBlank
Farts = Design  Lists = Design Form = More Forms ~
Templates Tables Forms

MS Access creates a nice simple form.

Click on any of the text boxes to position the cursor and edit the data.

% Employeesl = =] E3
rs
=| Employees
B B0t EAASARARAR -
i Employee ID 1 egion WA
Last Name Davolio Postal Code 98122
i First Name Nancy Country USA
Title Sales Representative Home Phone (206) 555-9857
! Title Of Courtesy | Ms. E Extension 5467
Birth Date 08-Dec-48 Photo
Hire Date 01-May-92 Notes Education includes a BA in psychology
: from Colorado State University in 1970,
She also completed "The Art of the Cold
i Address 507 - 20th Ave. E. Reports To Fuller, Andrew
; Apt. 2A
City Seattle
' -
Record: M 10of9 [ | K | Search |

\

At the bottom you have the navigation buttons which move you to each
record.
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Create a query to return your data

In MS Access you use a query to return data based on certain criteria.
You can also return data without any criteria. Let’s look at this now.

On the ribbon click on the create tab and head to the macros & code
section on the right. Click on the query design button.

Home Create External Data Database Tools Add-Ins

] i Q I @ Ij & Form wizara ﬁ J & report wizard @ ) 48 Module

3 Mavigation =l Labels mm | 5 & Class Module
1| Table Table SharePoint | Form Form  Blank Report Report Blank Query  Query Macro 20 )
Design  Lists ~ Design Form EI Mare Forms ~ Design Report Wizard Design 4] visual Basic
Tables Forms Reports Macros & Code

Click the table you wish to use and click the ‘Add’ button.

-
Show Table ==
Tables | Queries I Both

Categories
Conversion Errors
Customers
Order Details
Orders
Products
Shippers
Suppliers

[ Add ] [ Close
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Double click the column name you wish to show in the results.

= Quenyl

3

Employees i/ /
. =

% EmployeelD
LastMame =
Firsthame
Title
TitleOfCourtesy
BirthDate
HireDate -

»

4 |m

Field: | FirstName LastMame Address City PostalCode

Table: | Employees Employees Employees Employees Employees
Sort:

Show:

:
Criteria:
400

Country
Employees

| »

TUSA
or

The column name will then appear in the grid.

Notice on the criteria line under the country column, | have added the
letters ‘USA’.

= =

Criteria: | “USAT

This is my filter - Return me all records where the country is USA.

On the ribbon click the run button.
v

L]

View Run

-

Results
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Thank You for previewing this eBook

You can read the full version of this eBook in different formats:

» HTML (Free /Available to everyone)

» PDF /TXT (Available to V.I.P. members. Free Standard members can
access up to 5 PDF/TXT eBooks per month each month)

» Epub & Mobipocket (Exclusive to V.I.P. members)

To download this full book, simply select the format you desire below
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